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Position Description  
Mission: Deliver a holistic, integrated continuum of learning and care to equip our “at-risk” citizens step up to 
their highest potential.

Position Title: Director of Enrollment  

Objective: Develop, direct, cause and manage a professional and disciplined process for enrolling qualified 
Candidates who are committed to transformational change.

Accountability: Director of Enrollment reports directly to the VP of Operations.

Position Function & Principal Activities
1. Organizational Leadership: Act as an organization-wide leader, as part of the leadership team, for 

successful mission delivery, in alignment with our vision, mission, and values, for all staff, partners, 
candidates/members, and the communities that we serve. 

2. Strategic Leadership: Proactively collaborate across all functions, departments, and locations, and at all 
levels of the organization, to successfully execute our strategic initiatives to achieve our strategic vision, 
goals, and objectives. 

3. Operational Leadership: Assist VP of Operations to develop, implement and manage strict operating 
policies and procedures to enhance the efficiency, compliance, and effectiveness of our operations.

4. Functional Leadership: Proactively lead, manage, and continuously improve the overall function and 
processes of Enrollment, balancing both long-term impact and short-term performance.

5. Establish, develop and retain relationships with key referral sources in the region. Develop and institute 
strategies to increase the number of referrals received from agency partners and the region. (combine 
and simplify)

6. Retain and expand top referral sources through monthly visits and referral recognition opportunities. 
7. Monitor and track the potential referral relationships to manage the number of referrals achieved per 

agency. Document, manage and maintain comprehensive Candidate/Member enrollment documentation 
and records. 

8. Ensure candidate compliance with Zero Tolerance Policies and other behavior/Code of Conduct 
standards. 

9. Assist in the development and creation of marketing materials in concert with the respective contractors 
to support program awareness and generate candidate enrollment.  

10. Serve as the facility liaison with supporting agencies – environmental, city, fire, and police. 
11. Other duties as assigned.  

 
Skills 

1. Strong personal commitment to LLC’s mission and work.
2. A minimum of 15 years of work experience and a bachelor’s degree in associated field or equivalent 

military experience.
3. Ability to conceive, develop and complete tasks without close supervision.   
4. Excellent oral and written communication skills.
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5. Good organizational skills.
6. Willingness to work in a flexible schedule to include evenings and weekends. 
7. Ability to manage multiple tasks.
8. Computer competency and proficiency. 

The ideal candidates are those exhibiting the following:  
A clear ability to deal with the big picture with conceptual resolve and direction in an unwavering manner.
Clear evidence of a deep passion for the philosophy, mission, and vision of the LLC.\ 
Evidence of significant community involvement , strong written and verbal skills and evidence of strong 
organizational skills, Evidence of appropriate education and training with a Bachelor’s Degree and 15 years 
work experience at a minimum.  Significant background in hiring and or recruiting, human resources, 
experience administering various testing and profiling and due diligence with seasoned judgment practices 
prerequisite.  Diverse candidates encouraged to apply.  It is the policy of the Life Learning Center to comply 
with all federal and/or state laws, regarding Equal Employment, as they relate to all employees and applicants 
for employment. 



Position Description 

Mission: The Life Learning Center will deliver a holistic, integrated continuum of education and 
care to help at-risk citizens step to their highest potential.

Position Title: Vice President of Funding 

Accountability: President/Chief Operating Officer (COO)

Position Function & Principal Activities: The Vice President of Funding is responsible for 
developing and executing a comprehensive fundraising strategy to ensure the long-term financial 
sustainability of Life Learning Center (LLC). This role requires a visionary leader with the 
technical expertise to implement innovative fundraising methodologies, the relational skills to 
build connections with key philanthropic partners, and the managerial ability to oversee a multi-
faceted team. 

Key Responsibilities: 

1. Strategic Leadership and Vision

Develop and implement a long-term fundraising strategy that leverages diverse revenue
streams, including electronic and direct marketing, philanthropy, institutional sourcing,
and private grant opportunities.
Provide strategic oversight across all fundraising branches, ensuring alignment with
LLC's mission and long-term goals.
Foster a culture of accountability, innovation, and results-driven performance within the
fundraising team.

2. Electronic and Direct Marketing

Design and execute long-term electronic and direct marketing campaigns to engage the
broader community in ongoing financial support.
Identify opportunities for scalable, automated fundraising systems that can yield
sustainable revenue streams over time.
Advocate for and implement modern marketing tools and methodologies to reach LLC's
target audience effectively.

3. Philanthropy and Institutional Sourcing

Build and nurture relationships with high-value philanthropic individuals, institutional
partners, and key community stakeholders.
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Assist in closing for major fundraising opportunities, ensuring strategic alignment and 
follow-through. 

 Represent LLC at high-profile events, fostering connections with potential donors and 
partners.

 Identifying and utilizing fundraising software 
Create donor recognition program/programs 
Identify different donor groups 

 Create targeted appeals to different donor groups to drive donations 

4. Grant Development and Management

 Oversee grant application processes, ensuring timely and high-quality submissions. 
 Collaborate with grant writers and institutional partners to secure significant funding 

opportunities. 
 Build relationships with foundation representatives to increase the likelihood of grant 

success.

5. Team Leadership and Performance Management 

 Recruit, develop, and lead a high-performing fundraising team, including specialists in 
direct marketing, grant writing, and donor relations. 

 Implement performance-based compensation structures to motivate and reward 
exceptional results. 
Provide mentorship and professional development opportunities for team members. 

6. Financial Oversight and Accountability

 Develop and manage annual fundraising budgets, ensuring efficient allocation of 
resources.

 Provide regular reports to the President/CEO and Board of Directors on fundraising 
progress, challenges, and achievements.

 Monitor and analyze fundraising data to evaluate performance.   
 Adjust strategies based on evaluation keeping with overall strategic plan.  
 Track donor engagement, retention rate, and analyze revenue streams.   
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Qualifications

 Proven track record of successful fundraising leadership  
 Experience in electronic and direct marketing strategies 
 Strong relationship-building skills with institutional funders, philanthropists, and 

community stakeholders
 Experience in managing grants and foundation engagement 
 Exceptional leadership and team management abilities

Strong strategic planning and execution skills
 Ability to work in a fast-paced, results-driven environment
 High energy, urgency, and a public-relations-oriented personality. 

Why Join Us: At LLC, you will play a pivotal role in transforming lives and building a 
sustainable funding model that supports our mission for years to come. If you're a results-
oriented leader with a passion for innovation, relationship-building, and driving impact, we 
invite you to apply. 

How to Apply: Interested candidates should submit a resume and cover letter outlining their 
experience and vision for fundraising at LLC to:   www.info@lifelearningcenter.us. 



Mission: The Life Learning Center will deliver a holistic, integrated continuum of learning and 
care to help at-risk citizens step up to their highest potential.  

Position Title: Education Program Specialist/Peer Support Specialist  

Accountability: Education Program Specialist reports directly to Director of Education

Position Function & Principal Activities: Education Specialist is responsible for facilitating for 
the Foundations for a Better Life program, Life Learning Center’s curriculum.  They are 
responsible to the fidelity of the curriculum.  This position requires a strong educational and 
motivational acumen to support the desired outcomes of the program and candidate.  They 
manage the daily program oversight related to their Candidates journeys through our program
and understand candidates’ personal and professional development goals to identify the 
appropriate pathway to enable students’ future success. 

 Curriculum Fidelity:  
o Maintain curriculum fidelity by participating in formal curriculum reviews to 

ensure content accuracy and relevance. 
 Curriculum Delivery:

o Deliver and facilitate the Foundations for a Better Life program. 
o Assist volunteer instructors in the delivery of the curriculum. 
o Responsible for educational classrooms, classroom equipment, and supplies. 

 Curriculum Evaluation: 
o Collect data to assist in the assessment the effectiveness of educational programs 

to include the data in the Learning Management System. 
o Identify areas for improvement and implement strategies to enhance program 

quality.
o Prepare reports and presentations to communicate program outcomes. 

 Student Support: 
o Provide guidance and support to students throughout their educational journey. 
o Address student inquiries and concerns promptly and professionally. 
o Monitor student progress and provide feedback to help them achieve their 

learning objectives. 
 Administrative Tasks: 

o Responsible to accurately record data and records contained within the LMS. 
o Gather and provide data required to support submissions and reporting for grants 

or other contractual requirements. 
 

Program Implementation: 
o Assist in the development and implementation of recovery social events and 

manage events in a Recovery Community Center calendar of events. 



o Facilitate various recovery support groups as needed. 
o Assist with planning and executing Saturday Recovery Community Center 

programming. 
o Provide peer support services to LLC Candidates and Members on and off site. 
o Assist and lend support to the Director of Care Continuum in accessing barrier 

removal on a case-by-case basis as needed.
o Accompany on-site QRT officer when needed.
o Aid in the tracking process of Candidates and Members Care offerings delivered.
o Make Care and Employment calls on a weekly basis. 
o Assist with implementation of the LLC Rewards Incentive Program.
o Participate in Candidate Conferences, documenting Candidate progress in Case 

Conference doc.
o Attend MRRT meetings for Life Learning Center with assigned Director, 

documenting MRRT recommendation in Case Conference doc. 
o Assist during Orientation and execute Care Connect. 
o Serve as facilitator as well as back up facilitator in the event the volunteer faculty 

is absent. Serve as a resource for new volunteer faculty. 
o Other duties as assigned.

Qualifications 
The ideal candidate will possess most of the following qualities: 

 Preferred education of bachelor’s degree in Social Work, Psychology, Criminology or 
related field, or equivalent experience.

 Public speaking and strong communication skills, experience working with vulnerable 
populations including individuals living in poverty, ability to project a caring demeanor, 
motivate individuals and maintain high expectations for accountability. 

 Excellent oral and written communication skills.
 3-5 years’ experience direct service programming. 

Diverse candidates are encouraged to apply.


